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Job description

Dementia Advice Officer
Post



Full-time: 36.25 hours per week

Accountable to
Dementia Partnership Officer/ Service Delivery and Standards Manager 
Employing authority

Age UK Sheffield 

Salary


£21,653 per annum + pension  

Office base



Eyre Street  

Duration of post 


Permanent subject to continued funding 


Purpose of post

The Dementia Specialist advice service provides a high quality and responsive dementia information and advice service to professionals and volunteers working with people living with dementia and their families in Sheffield. 

Responsibilities and duties
1. First point of contact for queries from professionals to the service 

2. Deliver high quality non-clinical information and advice in relation to supporting people living with dementia and their families via telephone, email, text, facebook, messenger etc
3. To work to ensure the highest possible levels of usage of the service and to ensure that all enquires to the service receive an initial response within 24 hours or on the next working day.

4. Record types of queries by themes/ professional and organisation
5. Maintain up to date knowledge of developments and best practice in dementia service provision including attendance at training events and self study, web-based and print resources.
6. Work with colleagues to receive, sort and distribute referrals to PKW partners in accordance with information governance policies and procedures

7. To work with the Management team to ensure that the Advisory Service becomes known as the place where high quality and empowering advice and support is provided. 
8. To provide appropriate content for Dementia News, a Citywide Newsletter for professionals
9.  To develop strong and effective working relationships with all agencies, statutory and voluntary in the delivery of the advisory service. 
10. To develop and maintain a comprehensive, accessible and up to date information system for the benefit of people who use the service. 
11. To ensure that the service is integrated with other dementia care and support services in the area and is well known to and respected by professional colleagues and the general public. 
12. To take part in development work as required, focussing upon the development of the advisory service and being adaptable and responsive to changes in contract requirements. 

13. To ensure consistently high standards of advice and support, ensuring  the service meets or exceeds identified quality standards
14. Maintain data records on all enquiries for the purpose of service development, information retrieval, statistical monitoring and report preparation

15. Produce regular monitoring reports on enquiries and themes. 

16. Attend meetings on behalf of Age UK Sheffield and promote the work of the service as necessary.
17. Work within the Age UK Sheffield policy framework contributing to their further development as necessary.

18. Represent Age UK Sheffield at events and activities as necessary.
19. Undertake any other tasks that are consistent with the overall aims of the post.
The objectives of this post will change over time to reflect new services and funding.  
Approach

· A ‘can do’ pro-active approach to work 

· A drive for excellence and continuous improvement to provide the very best service possible 
· Committed to sharing best practice in dementia 

· Committed to a dementia friendly Sheffield 

· Customer focused, outcomes oriented

· Open to new ideas, experimentation and lateral thinking
· Being solution focused

Most challenging part of the job

Dealing with varied and sometimes complex enquiries from professionals
· Being solution focused

· Keeping abreast of changes in dementia provision across the City and ensuring knowledge and resources are up to date 
Communication and working relationships

· with professionals making enquiries 
· line manager for supervision and joint annual review

· with information and advice/ILC/ dementia  services for peer suppor, idea-sharing and best practice
· with other services and community groups in Sheffield to maximise effectiveness and accessibility of the service

· with partners across the health and social care community.

Arrangements to compliment this post

1. Induction 
All staff complete an induction at the start of their employment and before beginning direct work with customers. Induction includes all Age UK Sheffield policies and procedures e.g. Health and Safety, Confidentiality, Staff Handbook, and gives new staff the opportunity to shadow existing staff as they deliver Age UK Sheffield services. Safeguarding Vulnerable Adults and Children training will be completed within 6 weeks of commencement of employment in line with Age UK Sheffield Safeguarding Vulnerable Adults and Children Policy.

2. Mobile phone

You will be issued with a mobile telephone that must be carried with you during working hours (in line with Age UK Sheffield Mobile Telephone procedure).

3. Team meetings

Regular team meetings. 

4. Supervision/ 1-1 sessions 

Supervision/ 1-1 sessions will be used to support the post holder’s personal development as s/he learns the new role. 

5. Software

A bespoke software system has been designed to support the delivery of all Age UK Sheffield services.
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